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MEMORARDUM POR: Acting Deputy Director, Administration
THRU : Chief of Administration, DD/P
SUBJECT ¢ Survey Report of the Personnel Section/EE/Admin

1. PROBLEM. To re-svaluste Personnel Type T/0 Pogitions within EE Division
with a view towerd determining:
& The appropriate location, orgenimationally, for the most economic and
 efficient performance of essentisl Personnel functions and,
t. The minimum mumber of personnel estimated to be required for the per-
 formance of such functions.
2, FACTS BEARING ON THE PROBLEM.
&, The tims allotted for this survey was five days, vhich limited the
scope to 8 brief study of the functions, records and procedures of
the Personnel Section, EB, together with such work load dste as was
25X1A%9a resdily availeble. Mr. | Plan: Research and Development Staff,
25X1A%9a am!_, Personnel Office Placement Officer assigned to the EE
Division, provided technical advice snd assistance in the conduct of
this stulyand analysis. °
Y. The EE Division situation is abnormal in some respects in view of the

increased personnel activity resulting from current reduction of the

25X1A6a -m.ﬁm,
t. The Personnel Section, EE, has & T/0 of _ 25X9A2
I (o7t Cuief is nov in tratning).  (Ses

Organigation and Manning Chart in Teb A). Peraonnel are grouped
functionally into an Office of the Chief, Career Service, Processing
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and Records, and Military Personnel Units.
3. DIBCUSSION.

a. The functions of‘ the Persomnel Section, EE, have resulted from an
sccumulation of duties rather than from comprehensive formally prescribed
dslegatione of suthorlty., Examples of duties mcﬁmulated include the coor-
aination of Personnel Evaluation Reports and the support required of the
Division by Career Service Boarde. Major tunctions presently
performed in the Career Service snd Military Personnel Units sre
{indicated in Tebs B and C. The Processing snd Records functions &rs
{ndicated by & study of the fourteen types of records maintsined.

A description of each of these records is given in Tab D.

b, Work loads for the months of June, July and Augusti, 1953 shown in
detail in Tabs E and F, indicate a total of 338 personnel actions for
the period or an averasge bf‘ 112 per month, An asnalysis of correspondence
for the same period shows & totel of 119 cables, 25k aispatches and 218
memorendums or & monthly average of 39 cables, 8L dispatches and T2
nemorandums .

c. Of the totsl correspondence actions for the three month period annlyzed,
(591), 1k5 or 24,56 pertained to military persocmnel.

4. Of the total personnel actions for the period, (388), 102 or 30.1%
vere promotion actions, 98, or 28.9% were re-assignment actions end 69
or 20.4% were resignationigctions.

e. There are fourteen types of records mainteined in the personnel Section
EE, as described in Tedb D, It is indicated that the position inventory
card, (OF Form 4b), when posted with ell pertinent personnel dataend
appropriately logged may possibly replace five of the existing separste

records. (BSeniority cards, Wheeldex rotation record and personnel
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evaluation suspense records end the individual personnel file.)

£, It is indicated that usage does not fully justify the retention of the
major portion of the material in the individual personnel file folders,
particularly those documents which pertain to finance matters. In-
asmuch 88 the coples of such records are maintained in finance, all
such material should be withdrawn from the files. If work sheets, routing
and record sheets, information copies of old cebles, dispatches, etc.,
were withdravn at the same time the eleven file cabinets of files, minus
the 1 cabinets to be transferred to Persomnel Office, DD/A could be
reduced to possibly three cabinets contalning DD/P Data Sheets (Forms
59-kl), Selected Cables and dispatches of a current value and similar
documents pertaining to personnel matiers only. Bastablishment of orderly
records retention scheaples for sll such Gocuments would keep the contents
at a minimum, On/ the other hand, it is suggested by the Chief of
Personnel, EE that the entire file could be dispersed with and the day-to-
day reference requiremente of the EE Division could possibly be met with
the Position Inventory Record (OF Form Ub) and & Personnel Date Sheet
(Form 59-kk), (once the OF Form kb is completely posted and logged)
providing ready avallability of the official persomnel file folders
meintained by Perscnnel Office, DPD/A wes sssured.

g. While firm recommendations on division personnel file requirements should
perbaps be deferred until the survey of all area divisions is campleted,
this should not prevent the screening of the files of financial docu-
mente snd other worthless or little used material. After all srea
divisions have been surveyed, 1t may be possible to prescribe the
individual file folder, including a determination as to its contents

and wse.
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h.

i.

3

The EE Division has questioned for #cme time, the Justification of

e military personnel officer in {ts Persomnel Section. It is indl-

eated that in actuality the function is mainly acting as & cut out
between MPD end the field. Whils, edmittedly scme files must be kept

in the division on military personnel, EE Staff paﬁers on the subject
{ndicate that the clerical routine of suspense, files, etc. could be
handied by civilian personnel if the military Personnel Division,

DD/A were given action responsibility on such cables and dispatches.
Adequate control over Divieion policy and internal interests of the
aivision could posaidly be protected by retaining the releasing suthority
within the division, snd by maintaining vorking files snd suspense records
of information copies of incoming cables end dispatches.

As the work load figures in paragraph 3 above indicates, 2k,5% of all EE
personnel correspondence pertaing to Military Personnzl metters.

Since the function at present consists in the main of cbtalning

official informetion from MPD and relaying it to the field, the prepara-
tion of action papers in final form by MPFD, and release through the
aivision would eliminate the need for s Military Personnel Officer.

The clerical support now rendered to this Punction could be dlverted to
perfection of the OF Form 4u, Position Inventory Record and to screening

of the individual personnel file folders.

%. CONCLUSIONS.

B»

The functions and activities of the EE Personnel have resulted from an
sccumilation of duties rather than from formally prescribed authorities.
Punctions of Area Divisiorn Personnel Sectlons ghould be dsveloped and
prescribed by the Collsborative efforts of DD/P, Admin and the DD/A.

At the completion of this survey it may be possible to propose standerdized
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In the sbsence of clear cub delegations of suthority and formally
prescrived functions of decentralized personnel offices in the DD/P aree
divisions, the following activitiee sppesr to be properly placed
organizationslly. More firm conclusions can be veached only after the
campletion of the DD/P Burvey:
(1) Coordination of the Perscnnel Evaluation Reporis
(2) Maintemance of current information and status of 7/0's and Position
Inventory Records (Forms OF kb)
(3) Servicing and support of Career Service Board Activities by:
(a) Providing advance informetion on returning personnel
(v) Providing sumary informstion on mmbers, grades, dates
of grades, location, etc. of personnel by career Category.
(c) Meintaining control and follow-up on the application of
training prescribed by Career Service Board actions.
(4) Preparation and processing of §F-52 and such other supporting
papers &8 may be required to accomplish personnel actions
and maintain current informastion on gtatus of such actlons.
(4) Briefing of employees prior to oversess movement.
(5) Corresponding with elements of EE Divieion, headquarters and
field, on matters of inquiry, policy interpretation and procedural
instruction.
(6) Maintaining locator file of all EE Contract Agents.
(1) Providing personnel advice and assistance toc EE Persomnnel.
VWhile the above besic functlons may ve proper for the offices which now
perform them, the records und procedural processes anfl routines required
for implementation could, no doubt, be improved upon and to s certain

_extent standardized, more comprehensive recommendations in this regard
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would be premamture at this stage of the survey.
The various types of persomnel records maintained snd the effort involved
in their maintensnce cen be reduced by perfection of the OF Form b and
by sereening or totel elimination of the indivifduel personrel records.
The aseignment to Milltary Persomnel Division DD/A of ection responsibility
an cables and dispatches pertaining to military personnel:
(1) can be made without infringement of EE Division authorities.
(2) Will relieve the EE Perscnnel Section of spproximately 24 ,.5% of
{ts correspondence actlvities.
(3) Will permit the elimination of the Military Personnel Officer and the
7/0 slot occupied.
Once the current sbnormsl situation resulting from the current reduction
in the -Misaion has leveled off, and necessary personnel records
are brought up to date, a re-evaluation should be made of the

clerical positions required for the Personnel Section.

RECOMMENDATIONS

a.

be.

S

a.

That the functions outlined in paragraph 1 of the conclusions above be
tentatively recognized as properly placed organizationslly in an Area
Division.

That effort be accelerated toward the objective of perfection of
Personnel Inventory Records to replace separate records presently kept
Teat the individusl personnel files be scPesnei .¢f all finsncial and
cbeelete meterisl, and considerstion given to the ultimate total elimina-
tién of such files.

That Military Personnel Division, DD/A be assigned actlon respongiphifty

on EE Militery Personnel cebles and dispatches with releasing suthority

retained in EF Division.
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